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Chief of Procurement 5 December 1951
Advisor for Management

Procurement Procedures

1. In conducting the initiel survey of your Office to determine
if & punch card procedure should be 4nstalled for the maintensnce of
stock and property records the following came to the attention of
this Office and are forwarded for your consideration and action:

a. The system of assigning a block of requisition numbers
t0 each Branch Account 1s evidently of value to each Accountable
Officer. However, insofar as the procurement and audlt activie
ties are concerned it is felt that the procedure creates some
bazards, in that it is a tedious Job for the auditors tc account
for all requisitions of a specific warehouse account, The
warehouse activities are maintaining voluminous duplicate logs
as well as several file cabinets of unused pre-numbered log
sheets, Therefore, it is felt advisable that yowr Office have
all requisitions, whether they be for stock or nonestock items,
flow into the I 2ore they vill de logged and
assigned a procurement voucher number which will run in pumeri-
cal sequence for each of the supply and procurement activities
individually, This would necessitate the referrzl of sll intre-
Agency requests for information pertaining to requisitions to
m* By referring to the original requisition
muber (block number) in the requisition log, the
could determine where the requisition was forwarded and what its
voucher number is, and perform the necessary followsup, This
type of procedure would give the auditors a ready means of
acceunting for all reguisitions of a specific procurement active
1ty, would eliminate the voluminous and duplicete requisition
logs, thus replacing them with logs which would contain only
those requisitions with which each activity 1s concerned and
would eliminate the meny file drawers of unused pre-numbered
log sheets maintained by the various supply and purchase
activitiesn,

b. The practice of treating commodity classes as accounts
leads to confusion, in that when referring to the stock used by
& Branch Account one has to define its difference to that of &
warshouse account. For example, when speaking of “account 8's
account 1 material”, unless one is well versed in the meaning of
supply accounts, the matter becomes confused, Perhaps it
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would e better to camsider the storage and lesue of stock an

an account for accoumtability purposes and identify each commodity
category as a cless with subeclasses as necessary. In this wy
when a ciass of stock and an acgount were belng referred to, one
wouldn't become confused with the comuodity classification and

the accountability clessifieation.

8. In treating the stock and accountable records sepurately
the status of any individual or group of commodity clasges is

- aveilable only through severn! sources. This Office Feels that

the stock and accounteble records for each commodity class should
be combined., This would cemtralize information of each commodity
2lass snd would facilitate the conversion of the manusl method
of stock accounting to the punch card method., In fact, it is
recommended that the warehouse activities be confined %o roceiv-
ing, storage and issue thus being relieved of stock record

- manipulations,

4. The classifiestvion aof stock items and asslgnment of
stock nwsbers has not been completed, It Is Lmpracticsble il
not lmpossible to apply the punch card system to stock accounte
ing unless each item i: properly classified and a stock muber
appliied. In fact your present sys.em iz encountering difficulty
in poesting such items. And in some cases, one component of the
Agency is referring t¢ an item az one thin vhile some other
component iz recording it By s different nomenclature.

e, _Followeup of Furghase Orders is done by the

while followsuu of contracte is done by the 25X1A
It is believed that _m‘m follow-
up internal matters oply, thet is, they should follow-up regqui-

sitiona, and should mot be concermed with follow=up where it
involves a vendor, vheiher the vendor be snother Covernment
Agency or a coumercial concern, Therefore, it is requasted

that yowr Office comsider returning the Purchase Order Flles
th This would result in the purchase agent

having full control of matters which he negotiates and placé
the follow-up under the Jurisdiction of those who are in
position Lo exert the .ost pressure on vendors, thus resuiting
in better service.

f. The pysten of 2stublishing o subeaccount for items that
are %o be held aside for the use of a particular Branch Account
necessitates the separ:te sYSFage of the same {tem or comuodity
class, This is the case of BEGGNEY lwa. This Orfice fee’s that
this practice should bo discontinued and an allocations system
should tuke its place, BSuch a system would elimimate dupiicate

-
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recordieeping and would necessitate the transrfer of that

personnel concerned with allocating material from other

. components of the igency to the Procurement Office.

2. This Office will uppreciate your reaction to the sbove
and request that you notify us of any sction taken, or amy further
action you may wish us to take.
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